HRMS Grievance Tracking Form – Agency Level Steps 1-3


	Grievant Name:
	
	Grievance Number:
	

	Date Filed:
	
	Union:
	


Step 1 – Supervisor or Manager:
	Tracking Tab
	
	
	

	1M:
	
	
	

	Start Date – 

Date Grievance is Filed
	
	End Date – 

Date of Step 1 Meeting
	

	
	
	
	

	1R:
	
	
	

	Start Date – 

Date after Step 1 meeting
	
	End Date – 

Date Step 1 Response is Received by Union
	

	
	
	
	

	Grievance Info. Tab  
	
	Contacts Tab 
	

	Responder: 
	
	HRC:
	

	
	
	Appointing Authority:
	

	
	
	Agency LR Contact:
	

	
	
	Shop Steward:
	

	
	
	Staff Rep:
	


Step 2 – Appointing Authority or Designee:

	Tracking Tab
	
	
	

	2M:
	
	
	

	Start Date – 

Date Union elevates to Step 2
	
	End Date – 

Date of Step 2 Meeting
	

	
	
	
	

	2R:
	
	
	

	Start Date – 

Date after Step 2 meeting
	
	End Date – 

Date Step 2 Response is Received by Union
	

	
	
	
	

	Grievance Info. Tab  
	
	
	

	Responder: 
	
	
	


Step 3 – Agency Head or Designee:

	Tracking Tab
	
	
	

	3M:
	
	
	

	Start Date – 

Date Union elevates to Step 3
	
	End Date – 

Date of Step 3 Meeting
	

	
	
	
	

	3R:
	
	
	

	Start Date – 

Date after Step 3 meeting
	
	End Date – 

Date Step 3 Response is Received by Union
	

	
	
	
	

	Grievance Info. Tab  
	
	
	

	Responder: 
	
	
	


Closing:

	Tracking Tab:
	
	
	

	Repeat last Step:
	
	
	

	Start Date – 

Date Grievance is closed
	
	End Date - 
	12/31/9999

	
	
	
	

	Grievance Status:
	
	Close Date:
	

	Close Reason:
	
	
	


*When closing a grievance, the end date of the step the grievance is closed at will be the same as the start date of the closing step.

Reminder, the most current step is the only step with an end date of 12/31/9999


